Check-In Bullets
General:

· Check everyone for red cards, except COMPACT.  They are not required to be red carded.
· Check with Ordering on status of incoming resources for the next 48-hour period.

· Enter all information on ICS-211.  Use multiple lines if needed.  Then enter into ISUITE. 

· Ask for a copy of their resource order.

· Mob date is the same day as check-in if before 0800.

If check-in is past 0800 Mob date is the next day for the start of their 14-days.   

· Identify the date of their last shift in “Last Shift” block in ISUITE. It will be the day before the date identified in the Demob block.

· Make a copy of the Check-In Sheet if they are an operational resource. Give to individual/crew so they may give it to Operations.

· Write the incident number from the resource at the bottom of the form.

· Write cell phone number anywhere on form if they have one.
· Write XX-STATE if state agencies. Write the state abbreviation before state.

· Make a copy of the resource order and the Check-In Sheet, staple and give to finance.

· Staple the resource order and Check-In Sheet and file in appropriate binder.

.

Overhead:

· Ask person to fill out the Overhead Check-In Sheet.

· Demob City is the place they want to return to.

· Retrieve their Jetport on all resources even if they drove a POV or AOV.

· Confirm Jetport codes with the city they identified they would like to fly in to.
· If they are a Federal AD we also need a copy of their casual hire form.

· Make copy of AD payment form if they are an AD.

· If the individuals are replacing personnel on a piece of equipment – identify the E# on their check-in sheet and in ISUITE.

Engines:

· Ask crew to fill out the Engine Check-In Sheet.

· The engine name and identifier should be their radio call name from their home unit. i.e. TNF E-1, FL Dozer 342, etc.

· Have them list the crew members on the Check-In Sheet with their O or E#.

· Get their Jetport identifier in case of an emergency Demob is necessary.

Crews:

· Ask for a Crew Manifest.

· List the crewmembers’ name in the roster.

· Capture their mode of transportation. If they arrived on a bus be sure and check to see if the bus is staying with them or leaving. If staying the bus should have an “E” number. That number needs to be captured with the crew’s information.

· Get their Jetport identifier in case an emergency Demob is necessary.      
Dozers:

· Ask operator to fill out Equipment Check-In Sheet.
· Capture any support equipment such as transport, fuel truck, or swamper vehicle, if dozer double crewed, etc. Make sure all support equipment “E” numbers are captured on the dozer entry as well as independently. Ask if the dozer comes double crewed and has light kit (this information should be found on the Resource Order)

· List any “O” numbers for the operators if present.

Miscellaneous:
· “Pickups” with drivers – these resources will generally arrive at Ground Support and neglect to check-in with Plans. Finding these resources requires coordination almost on a daily basis with Ground Support. Once you have the information from Ground Support, enter both vehicle and driver into ISUITE.

· “Pickups” without drivers – these resources will generally arrive at Ground Support and neglect to check-in with Plans. Finding these resources requires coordination almost on a daily basis with Ground Support. Once you have the information from Ground Support, enter into ISUITE.

· Make sure the vehicles are checked in on a check in sheet.
CHECK ALL RESOURCE ORDERS TO ENSURE THEY ARE SHOWING FILLED, NOT PENDING.  IF THEY ARE PENDING, SEND THE RESOURCE TO ORDERING TO OBTAIN AN UPDATED RESOURCE ORDER IF YOU DO NOT HAVE ACCESS TO ROSS.
